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Selection Certificate Procedures
The following procedures must be followed in the order listed:

Selecting Official:
Access Certificate on-line
View and Print applicant documents if needed 
Conduct Interviews and Make Selection
Print Certificate and Complete
Fax Completed Certificate and SF-52 for Selectee(s) to 
State HRO

State HRO:
Route Completed Certificate for Approval
Once Approved, Notify Selecting Official

Selecting Official
Contacts Selectee with Job Offer and Coordinates Start 
Date
Notifies HRO of Start Date
Completes On-Line Audit of Certificate
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Accessing On-Line Certificate

Step 1
Receive system generated E-mail with link to Agency Document Viewer
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Step 1
Click “Batch Print Documents”

Accessing On-Line Certificate

Step 2
Receive follow up message from HRO issuing username and password for ADV
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Accessing On-Line Certificate

Step 3
Login to Agency Document Viewer
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Accessing On-Line Certificate

Step 4
Change password
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Accessing On-Line Certificate

Step 5
Open Certificate

Note:  Selecting Officials may have more 
than one if multiple jobs are posted within
their area
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Accessing On-Line Certificate

Step 6
View individual applicant information by clicking Open
Selecting officials may view questionnaire responses and resumes/applications
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Printing ALL Applicant Documents

Step 1
Click “Batch Print Documents”
To print all documents 
Submitted by each applicant
(i.e. resume/OF 612/DD214)
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Printing ALL Applicant Documents

Step 2
A report is created, followed by
system notification of pending
E-mail
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Step 3
Receive system generated e-mail
with notification of stored report

Printing ALL Applicant Documents
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Printing ALL Applicant Documents

Step 4:  Access report
To Access stored report:
•Go back to USA Staffing
•Click on Reports
•Click on Stored Reports
•Click on DRS
•Click on Batch Print Documents
•Click on Report Name
•Print Documents
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Step 1
Complete Justification for 
Selection

ALL

Conduct Job Interviews

Qualified applicants must be 
given the opportunity for an interview

Phone Interviews are acceptable if 
not available for a personal interview

Do not ask inappropriate/personal 
questions

Only Job Related Questions
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Printing Selection Certificate

Step 1
Click “Print Certificate”
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To Print Certificate

Step 2
Click Print

Printing Selection Certificate
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Step 1
Complete Justification for 
Selection

Complete Printed Certificate
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Complete Printed Certificate

Step 2: Indicate Action 
Taken for each applicant 
using Action Codes

A

NS

D



01 Feb 07 Selection Certificate Procedures

Step 1
Complete Justification for 
Selection

Complete Printed Certificate

Step 3
Selecting Official signs completed 
certificate

If applicable, Certificate is routed 
through Chain of Command to 
Appointing Official
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Step 1
Complete Justification for 
Selection

Once Printed Certificate is completed and 
signed by all appropriate levels in Chain of 
Command:

Signed Certificate AND SF-52 for Selectee(s) 
are faxed to State HRO at:  
517-483-5513 / Attention:  Staffing
HRO will route certificate for approval to:

EEO
Chief of Staff

Submitting Certificate and SF-52 to HRO



Selection Certificate Procedures01 Feb 07

Step 1
Complete Justification for 
Selection

Once Certificate/Selection is approved:
HRO notifies Selecting Official to make job 
offer to Selectee and coordinate a start date

Upon Selectee accepting the position and 
setting a start date Selecting Official:

Notifies HRO of acceptance and start date
Completes On-line Certificate to close out job

Submitting Certificate and SF-52 to HRO
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Completing On-Line Certificate 

Step 1:  

Click Audit to complete Certificate On-line
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Completing On-Line Certificate 

Select Codes

Click Save

Check
Box

Step 2
•Select Audit code
for each applicant

•Step 3
•Check Complete

•Step 4
•Click Save
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Points of Contact

CW2 Jessica Ulrey
Jessica.ulrey@us.army.mil
517-483-5592

MSgt Devon Lavengood
Devon.lavengood@us.army.mil
517-483-5593

mailto:Jessica.ulrey@us.army.mil
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	Overview
	Selection Certificate Procedures
	Submitting Certificate and SF-52 to HRO
	Submitting Certificate and SF-52 to HRO
	Points of Contact

